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BACKGROUND
The annual store accounts reconciliation will be based on a April 30 physica

inventory in order to allow that reconciliation to be conpl eted before ot her
June 30 closing activities occur. To enable each organization to conduct
store reconciliation activity throughout the year and thereby reduce problens
during the April reconciliation activity, the Bureau of Fiscal Services (BFS)
will submit interimstore | edger bal ances as of October and January of each
fiscal year.

PROCEDURES

1. Each organi zati on shall take a physical inventory of their stores as of
April 30. The April physical inventory store report will have the
follow ng: Nane of Institution, Appropriation, Account Number, Account
Classification, R'A Item Description, Unit by Type (case, can, bushel
etc.), Size (case of 6, 12, 24 or #10 can, etc.), Number of Units, Unit
Price, Unit Total (number tines price) and Grand Tot al

Speci al care nmust be taken to ensure all purchases are recorded on the
stores records as the goods are received. This activity nmust occur even
t hough the invoice paying for these itens may not have been processed
for paynment. Failure to do so will result in the recorded issues
creating an unacceptabl e negative inventory val ue.

2. In md-May, the Bureau of Fiscal Services will provide each organization
the final |edger values of their store accounts. |In npst cases the
store accounts are recorded in responsibility area 071. However,
certain organizations may al so be using areas 075 and 077. Separate
sheets will be utilized for each responsibility area's activity.

The information will be provided to you in the fornmat shown on the
attached sheet. Please select only those lines that pertain to store
accounts within each appropriation. A brief explanation of each colum
is as follows:

a. 4 digit account -- ldentifies the characters the conputer uses to
sel ect the proper account for colums (2) and (3).
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b. 5 digit account -- Represents expense account for current year
store purchases.

c. 5 digit account -- Represents asset account to select prior fisca
peri od endi ng store account bal ance.

d. Assets -- Represents the dollar value of store account bal ances
brought forward fromthe prior fiscal year

e. Expendi tures -- Represents the dollar value of current year store
account purchases as of April 30.

f. Total -- Represents your book val ue of your store accounts as of

April 30. (Colum 4 + Columm 5). Reconcile this anpunt to your
physi cal store account inventory.

3. Each organi zation shall reconcile the April physical inventory to the
April book val ues by using the Form DMS-762 Store |nventory
Reconcil i ati on Worksheet (Form DMS-762 can be ordered fromthe Fornms
Center). To acconplish your reconciliation, it nmay be necessary to
account for itenms that were included on your physical inventory as of
April 30 but were not paid for until later. Those on | edger adjustnents
shoul d be recorded as an addition on the Stores Inventory Reconciliation
Wor ksheet (See page 4 of 5, itemA).

If any adjustnment, increase or decrease, is not on |edger, a journa
voucher nust be prepared (see attached exanple, page 5 of 5). Record
the adjustnent on the Stores Inventory Reconciliation Wrksheet (see
page 4 of 5, itemB). Debits on your journal voucher will be recorded
as additions on the Reconciliation Wrksheet. Credits on your journa
voucher will be recorded as deductions on the Reconciliation Wrksheet.

Any adjustnment in any account in excess of $500 will require a detailed
expl anat i on.

4, Each organi zation shall have the April 30 physical inventory stores
report, reconciliation worksheet (exanple attached), and the necessary
journal vouchers, conpleted and returned to the Bureau of Fisca
Services by June 17.

ATTACHMENTS

1 DMsS- 762 (State Inventory Reconciliation Wrksheet)

2 DMS- 122 (Journal Voucher)--store reconciliation entries
3 Stores Inventory Report, per FMS.

CONTACT PERSON

Your Lead Accountant in BFS
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DEPARTMENT OF HEALTH AND SOCIAL SERVICES ATTACHMENT 1 STATE OF WISCONSIN

Divisicn of Management Services
OMS-762  (Rev. 10/82)
STORE INVENTORY RECONCILIATION WORKSHEET

INSTRUCTIONS: See Accounting Policies and Procedures, Institution Accounting 2.1,

Institution Name Appropniation Responsibility Area
Fox Lake Correctional 301 071
Account Document Refer- Additicns Deductions Balance
Mumber Explanations ence Number $ Amount $ Amount $ Amount
617600 Book Balance submitted to you 4-30-88 § B45.98
317600
{A)| Purchase recorded in Menth of May 03009 5 146.25
(A)|Purchase recorded in Month of May| 05072 76,00
{A)| Purchase recorded in Month of May| 05083 WAl
{A)| Purchase recorded in Month of May| 05095 35,60
(B)| Correct JV 20047 should be 20063 900,00
51,059.80 not 51,959.80
(B)| VD 02103 recorded in store should 20063 $592.,89
be expense
Total Addition $1,158.26 $ 1,158.26
Total Deductions $592.89 -592.89
5 1,411.35

Reconciled to physical

A |Vouchers processed for payment in| month of May but on April physicql store report.

B |Adjustment journal voucher submitfed with Apfil physicall inventory




DEPARTMENT OF HEALTH & SOCIAL SERVICES

ATTACHMENT 2 STATE OF WISCONSIN
= 1 Divislon of Management Services
™ 439”5'*22 (Rev. JOURNAL VOUCHER
4 4 FY | Journal Voucher Number EK AN Comments/MNotations Propared By Dale
z 0O am |
= o
E: 8 20063 g :5‘ April Store Reconciliation rvie rton N Dato
Trg ¥ |Organization Hame |
General Accounting Approval Date
321 Waupun Correctional Inst. |
Meat Amount Appropriation Data
Type Pre-Audit Approval Date
. mm@m .
-0 = 301 Debit=00  Credit = 40 [
| U Account Center Amaount Dﬁeﬂ Cross Ref ME;T; &
ne| Appn. n o Description . e
'] 301 | 31760 3121 000 071 900+ 00 | 00 Correct J.V. 20047 should be $1,0598
i 301 31760 3l21| 000 010 900+ 00 | 40
*| 301 31760 3121{ 000 071 592+ B9 | 40 |V.0. 02130 report to store and should be an
4 jol 31760 3121] 000 310 592+ 89 | 00 |expense
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Entered By Date Total This Page Distribution: Original - BFS
(Optional) Copy - Organization
l ' Page of
ORIGINE 8FS



ATTACHMENT 3

ASSET ACCOUNTS AND EXPENDITURES OCTOBER, 1987 16:53 THURSDAY, DECEMBFR 10, 1987

RUN FOR DOC AND DCTF

———————————————————————————————————————————————— CENTER=221600007 1 === =m = e e
(1) (2) (3) (4) (5) (6)
APPROP g DIGIT 5 DIGIT 5 DIGIT ASSETS EXPENDITURES TOTAL
ACCOUNT ACCOUNT ACCODUNT
228 1660 31660 6l660 $947.78 %$-98.97 $848 .81
228 2900 32900 62900 $6,698: 34 £€2,796 .87 £7,295.23
228 610 33610 63610 §293.89 $-13.81 £230.08
228 3620 33620 63620 $732.92 $763.05 $1,495.97
228 G100 Jql00 649100 £16.115.78 $6,775.57 $18,891.35
228 G200 249200 64200 $6,236.14 £0.00 £6,236.146
228 6200 i5200 69200 $6,236.14 $6G,059.79 $10,295.93
228 4300 29300 66300 £60,792.71 $0.00 $60,792.71
228 9300 34300 66300 $60,792.71 $6,393.4] $67,136.12
228 G400 36600 69400 £1,133.51 $361.88 $1,495.39
228 G410 3Gqql0 6410 £3,612.97 $€7,777.99 $11,390.96
28 G620 34620 66620 $3.617.02 $-58.95 ¢3.558.07
228 G430 3630 6aG30 $¢2,863.07 $1,476.62 £6,337.69
228 5530 34530 69530 $2,823.28 $£335.52 £3,158.80
228 5110 25110 65110 £590.49 $626.15 $1,016.646
228 6220 36220 66220 $191,086.63 £10,845.69 $201,932.12
228 6510 36510 66510 $42,119.42 $17,026.54 $59,145.95
228 6520 36520 66520 $278.249 $216.00 $694.29
228 7300 37300 &7300 £306.76 £€573.42 $830.18
228 74990 17490 67990 £€6,779.79 $2,361.463 $9,161.22
228 7510 27510 £0.00 £1.25 $1.25
228 9200 39200 69200 $849.51 $-335.85 $513.66
228 9900 39900 69900 £3,657.40 $-323.22 £3,134.138
901 6220 36220 662210 £26,739.87 &€-2,677.00 £26G,062.87
901 9910 39910 69910 $G86.47 £0.00 $686.467
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